Creating a usable dropdown list in a form without using form fields 
Microsoft Word (97, 2000) 
If you want to setup some simple dropdown lists in your document you can do so with the AUTOTEXTLIST field instead of needing to use form fields or adding a Combo Box control. Some of the complaints we often hear are that the document needs to be protected in order for form fields to work, or you need to use code to populate a Combo Box. This following process will allow you to setup some dropdown lists in a document template that you can use over and over and easily maintain.

What we'll do here is create a document template with some styles and a couple of dropdown lists.

We'll begin by creating a document template and styles 

1. Click on the File menu, choose New. 

2. Select Blank Document and in the Create New area choose Template and click OK. 

3. Then click on the Format menu, choose Style and click New. 

4. In the Name block type EMPLOYEE and click OK. 

5. Click New again and in the Name block type DEPT then click OK. 

6. Now click on the Apply button to return to the document. 

Creating your lists 

7. Now type the following department names and employee names:

Advertising
Human Resources
Manufacturing
John Doe
Alice Green
Jane Grey

8. On the Formatting toolbar you should notice the word DEPT in the Styles dropdown list. If not, highlight the department names and click on the Format menu, choose Style and select DEPT from the list and click Apply. 

9. Now highlight the employee names and select EMPLOYEE from the Styles dropdown list or click on the Format menu, choose Style and select EMPLOYEE from the list and click Apply. 

10. If you aren't already displaying your paragraph marks, press Ctrl+Shift+* to enable this feature. 

11. Click on the Insert menu and choose AutoText then AutoText... 

12. At the bottom in the Look In dropdown list select Template1 and click OK. 

13. Highlight the 1st department name and press Alt+F3 then click OK. Repeat this process for each department name and employee name you've typed.

Note: Make sure that you don't include the paragraph mark in your selection. 

14. Once you've added all the entries into your AutoText press Ctrl+A then hit the delete key to delete them. 

Adding the AUTOTEXTLIST fields 

15. Type the following sample text in your document and format it as you wish:

Petty Cash Request
Department:
From:
Date:
Amount:

16. At the end of the Department line press Ctrl+F9 to create field braces and type:

autotextlist "Right-click to select a department name" \s DEPT \t "Right-click to select a department name" 

17. At the end of the From line press Ctrl+F9 to create field braces and type: 

autotextlist "Right-click to select name" \s EMPLOYEE \t "Right-click to select name" 

18. Click on the File menu and choose Save to save the template and make it available whenever you click on the File menu and choose New. 

Using the form 

19. Click on the File menu and choose New then select your form. 

20. Press the F11 key then Shift+F10 to select from the dropdown lists or you can use your mouse and right-click on the fields and make your selections. 

Now it may seem like a lot of steps but don't let that discourage you. Once you get your first list created you'll see just how easy it really is.
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